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ECM Tool Process Training Objectives

1. Provide understanding of ECM Process

Provide trainees basic technical information needed to be
effective Users of the ECM Tool

3. Answer gquestions and capture suggestions from trainees
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Background - FSA Enterprise Change

Management (ECM) Effort

Enterprise Change Management (ECM) is all about integration
and visibility to change across FSA.

Application Teams Data Center(s) Enterprise Stakeholders

Enterprise Change Requests (CRs) Requiring Management

T T

ECM Process & Tool

Provides Application Teams, Data Centers and Enterprise Stakeholders
single points of reference and a common understanding of the CR Process,
enhancing integration and increasing visibility to change across FSA.
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Background - FSA Enterprise Change

Management (ECM) Process and Tool

ECM Process: ECM Tool:

Submitted «
Drafted — to Proposed [ | Rg\ﬁsﬁn
Pata Center|

— - — Closed
Scheduled Resolved Successfully

Application Teams Data Center(s)

Enterprise Change Requests (CRs) Requiring Management

ECM Process & Tool
-Focused on capturing CRs formally submitted to Data Center(s) (e.g. VDC)

T

-Used to log, and manage CRs across the Enterprise
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How does the ECM Tool Work?

ECM Tool:

Major ECM Tool Functionality Includes:

Change Request Submission Capability

Impact Analysis (“Other Systems Affected” by CR)
CR Funding Validation

Automatic Email Notifications

Query Capabilities

Printable Standard & Dynamic Reports

N o gk~ -

Tool Enhancements Suggestion Submission

Enterprise Change Management
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Each Submitted CR will always have a Unique ECM Tracking Number...
this will be the “CR Tracking Number of Record”

A atunal Clesr Quest - Miom suft Interset Explorer .. =& x]
th Drsew reotss Dns e || dene v ) 0] o) ek Ggreoes ey (S - H 528 [ & |
s [#] b 20 Mf«f«u = o e
BRational WWW.RATION JEST HO e ABOU
Iha #-davalopmanl ¢ompany™
“CR #s of ok | Submit ChangeRequest Form VDCMPOODO0319
ECM Tool Record” _ _ —— : icn
B Cancal | Mlain [Mein (contineed)] [Svatems Affecled] [Hotes Log snd Hetory] [Contact Infermation] [Attachments]
» ToolCR Miain
Submission m: VDCMPO0DI031 Data Center [
FO rm: Reference Number:
: State; Submstted Other |
Reference Nomber:
Enviromment - Oither |
Reference Number:
Title: |
Descripiion B
“The Tool simply automates the #
existing VDC Change Request (CR) pioit: |3
Form” —ECM Tool User Rk A | r
a 2 B
5 @
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“The Tool simply automates the existing VDC Change Request (CR) Form”

Former Standard Data Center (VDC) ECM Tool Web-based CR Form
sE-UE [

Change Request (CR) Form (MS Word Document) BRatlonal
Flelds . o SE—— Databasa YOO
capture J
CSC Change Request same info. il - tbnlt CharzeReguest Farm VICMPUs sz e

LiEL Gl
Helrymm e wedey

Please be as detailed as possible

1a. Title of Change: Add applmgr to themgm group

1b. Detail Description:
Please add the user ‘applmgr' to the ‘mgm’ group on FMS (HPV2).

Thiswill alow this user to use Data Integrator for file transfers. PP

Please send an e-mail to requestor (eric.n.suzuki @accenture.com) when thisis complete. P bt B 4
-
[re—
2. Systems Affected: HPV2 Iusifrwien

| it i il § ¥
3. System Components affected: Data Integrator, MQSeries
Mk icomaniedl
a Dependencia None WOTTE: Farbeal v Crie Ther Mol B SMYTTTY BN B
i i Continued...
5.Risk assessment: Low Risk
e 243 BEd LS i q

6. Requested implementation BRaticonal

TS SO D Y - Duatabase VOOMP

Date: 03/06/2002 Time: any
Comsuci lalormat kan

7. Estimated duration of change (HH:MM): 00:30 S
8. Backout/Recovery Plan: remove the user from the ‘mgm’ group. / D — ~
Dvrieper's nfonmabes

9. Estimated Backout time (HH:MM): 00:30
ame Thane

Eowmily = Fage

10. Requester’ sinformation
Latharie s bl miin adei

a. Requester’ sname: Eric Suzuki Ham Fhane

Fosl: - Famr:

b. Requester’ sWork Phone number: 202-962-0743 .
Any file can be R T,
i Theta s

attached to the G S— o =

] ; e

: CR inthe ECM g
Continued. .. Tool \ . T
Al mwis . 6
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Change Request Submission Capability (contd.)

Once the CR has been submitted into the system, updates to the
“State” of the CR are made by Selecting the appropriate “Action”
(Propose, Schedule, Resolve, Close etc.)

‘B = abonal Clesrfuest - Micmssft Internet Explnrer =10 x|

- - Ml Edk Vew Ptk Tode  Hee Foak v o= o (3 [f] ] Dmewch Wreces Pk J By S H A DR E2

Users update the “State” of a Bivess [ 174 20,1 . ZBlere oo ey — ER T
CR by clicking here: —_ mRaticonal WL RATIONAL.C HELP  ABOL

__________________ - LogOIf
The “State” of a CR indicates Workspae || | Record#1 VDCMP00000422  Actions :
the progress it has made EE}“"_?'M'-’E[ L Wain [Main (continued)] [Systerns AfTected] [Motes Loy Bt Tformmat on] [ Attachs
toward successful B WebQue  [Single Tab Displ] Dl
implementation and closure ., L :
(States are explained in detail |~ "= Duerie: ) S " i |
in slides 13 — 21 of this m: VDCMPOM00422  Data Center
briefi ng) Reflerence Number:
te: Bubrnitted Other
X Reference Number:
'-1" n;]e:: Environment:  Dev. Other
g -fm Reference MNumber:
:L' .;: ti"t_l Title: Upgrade to Tnterwoven 3P 2
& Seler | RN s T T T parvlkeso o ot e
& Selec ervica Fack & leryators bus baan crontsd fo siorm {he op prades Flas
N3 Suba
= Issue
& Selec Priority: 4-Dynamic
O Repeats | Risk Assessment:  [Lo:
A ! ; LH [ it Pt oy o Savetig Pack 3
o= g dﬂstl.mat’ﬂetwm [ [ i ﬂf;{J
] o rétord 10 har, then Enber | | Tiarrar r)
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2. Impact Analysis Data Capture

(“Other Systems Affected”)

Ebs Ect Wem Foendtes  Tnok el dopack - = - D ] () Bseech (RiFwortes e (H | - 3P -=H B2 R -
-hddne:-s-gaﬂhl;-..:_q 20,18, B2 oot g on fdaf sl ap "_:_I oEn ek ™
. Ratic?n al' WAL RATIONAL. COMN CLEARQUEST HOME
thE e-development company™ ﬂa{&bﬂﬂ-& EDCMP
ECM Tool - Systems Affected | =
B Primary System Affected:  Tmpact Analvsis Completed: Motilication Group:
— el _l':’““‘ | =2 | B
— 3 “Other Systems ! -
Affected’ . System Components Affected (e.g. Websphere, Data Integrator, MO Series):
: I
Hardware AfTected {e.g. m3%e?, HPL15):
I
Other Systems AfMected: Other Notification Groups:
——
' e : 7
| - I—
; o i H
L
—’ | 5
—
= | El
[
[ = | |

[Mdain] Tidain tconfimed] [5ystems Affected] Notes Taoe and History [ ontack Infommation w!y;d
1] i -

| | Dkt [
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Impact Analysis Data Capture (contd.)

The FSA Impact Analysis Worksheet is to be completed and attached to All CRs
submitted into the ECM Tool. The Impact Analysis Template is available to all
ECM Tool Users as of 9/16 via the ECM Tool Support Repository section of the

FSA CIO Homepage on FSANet.

Impact Analysis
FEDERAI Introduction and
STUDENT AID Instructions for Use

— page 2
Emtarpiiss Change Maragemant JECHY

i iframmact s Changs Munsgsrent Procas

fmiact Amabsis Worshos

Saplarster 1€, 200

e ks 2.4
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Trerprine Chamg e Mg smesTrd
TEAInlrace e Change Banapaent Iromics -Impam dnabe e W rkzhe s

INTRODUCTION:

A impact arakrsis is @ ktesmlpartof wer choege process . The FEA hifdnichme Charge
Tfanagemert Process Inpact frabxk Worbaheet is desigped to sopport the mpad makek ascocided
writh aprojected duree to m FAA grctem . The Inpact Anabye i Worbdeat is decizred to be complaed
offliree byt Sibmiting Team ad fhe Data Center and attadwedtothe Charge Requetthat ard i
the ECH Tool.

ABBREVIATIONS:
CR

DL Data Caer

3T  Submittire Team

NOTE:
Tthe D'C & ofginake a CF, it becomes the STor questions 1 fhooaga 10 and o)l complée: quedioes
11thmngzh 15,

INSTRUCTIONS FOR USE

T [ The 5T condads & Impact ke ard complaer "abmittie team ™ pomiaes of the fomm.
[ Highlisht mumrem inopelomr).

2| Thee BT attactes e completed mpadt arabieanodidied to the TF.

Thie 5T Hete the affected syeteme idatifled onthds form oo e ™ Odher A cted Trtame " sectian
ofthe CR.

The STTadees the Tewel ofthe CRom ™ dnf to admit to DT

The DCTeceires email rotificabion of the TR

The DT drarbads the atadwed pact anlksE.

= T Lr] af

The T Crevienrs e aigdwd Inpact wadrds, covdocts &= one Inpact wakeE od modifie the
fomm by comp leting the D Cportiae of the form. (Highligt swmrers e lloar).

The DT attackes the vpdated mpad arabxE aodh dhe et to the TE.

] The DTpdates the ™ Oeker Sfected Systeme e dion of the TRy adpetingthe adresto sgree
withits Cansolidution sedim of this form.

CR TTLE £ FOINT OF CONTACT {corp ot 4y fe 571

CEH

TR Title

T
TOTHr 5T

Drae Fiioud : Sepueemhia |72, 2002 Foge
o mlimu et ope mdran 09 1o @2 0dee




Impact Analysis Data Capture (contd.)

The Impact Analysis is a series of questions that Application Team and Data
Center Resources consider in order to identify “Other Systems Affected” by CRs

under consideration

FEDERAIL
STUDENT AL

Ewinrprise Changs Managemant JEOH)
FiA inframnaciure Changs Munaghvent Fracecs

fmiact Amabsis Worshos

Saplarster 1€, 200

e ks 2.4
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Impact Analysis
Introduction and
Instructions for Use
— page 2

Trcteepwine Ciuangs Mareag s
FEATnlruce mem re Change Managurenc Erotscr -Impars Ano b WG chehese

IMFACTANALYSTS:

HL

That offvx app Beatiare S senwers HITET be churiged ot the same time ?

Trarg i Ly ihe 077

Trm gt By e Y
Agree  Diswree

(K Disagres ) ADDx:
(K Dicazree ). DELETE:

Thick specific exenmbles nrdme:s Thmmesaallbe changed sd wbichhoet dother reside
ond

Tearpid By e 77

T fod S e DY
Agree  Disagres

(K Ddcazrem ). ADD:
(K Disagre ) DELETE:

That app Bcabiore are affeched Frrthis duorge?

Trmrp e 5y the IT7
AIL Some (listedbeloar)  Thbroms

Ln L) b

G o the g
AIT Agree dbome Lt Change to LhoreLit

Troes i chaege reqaire avpdate o modificaton to produdion soffamre 31 commer e Ty
ofter srstems (e z. Websphere, Bteraomer, Omcle 1t

Trarprod 3 e 117
ez Mo

(X Fes): Wt pp Beations e fhis commer, sofwmre?

(K Disagree).  ADD:
[} Disaare ). DELETE:

D= Fuowad : Suuechi 12, 2007 Fog= 3
foehmuuns  opoe mdra 09 11a 6% 0 doc
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Impact Analysis Data Capture (contd.)

The Impact Analy3|s IS attached as shown below:

A
“l_.J,h\.ri.-:l.-vl-m’r_.-ﬁJ,,.,,.E -
__ — = et
I Rat1 :_1 n ai
e kg Database VDCKMP
Operstions | St [Csgefeceron =] | Fid | - LegOfr
Mame Phone: | |
Ennal: I | Pager: [
R YR Axsignee's Informaiion
i T : E - o
T :'\nm:--l'h-mu:  —

Fimal:

Drala Ceiler PGE -'!l'hl&l‘{h-l“l.-l’"u‘ﬂlrl Inbarvist Erpleras il:l

. Ol Ed Ve Ppodtes oo pekb dpek ow = o Q0 ] A Pk lFeeorte Fred G-I -PLE2R
Mame/FPlome: | Ahivan [ et b, 29, 15, 2 oot Rogmn el B, e | e ok
— pager: |l Ratlonal
! s-davelopment company™ Database VDCMP
ieCirmied] | [Evsicin ] | | il
Systems Affected e
L 2| Frinery Syslemn AMecied:  Tnpact Analysks Completed: MNoullicatbon Groug:
Attachment(s): ((vite: Filenames cannot have a comea intl) | BT iy - ¢ ? i—“ .
Inferemation Actiens | s | 4 J L -
Syalemm t:mmp.g.wqumt ata Integrator, MOSerdes):

W |
- /"mﬂmﬁi {e.z. md5eT, HPLISE:
[
Other Svstems Affected: Cither Motifieation Groups:

Once Attached, please indicate |—| . pre— J
that Impact Analysis is completed —— ®
by selecting “Yes”

La] ¢

|

JL

L=
L]

Jﬁ 4

| [Miam] [Mfain dcontimeed ] [ Svstems Affected] Motes Lo and Histome [ ontac I|| "

-
'l r—
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3. CR Funding Validation

Tool Facilitates Early

e ! T Fstinnat Cear uesk - Momssit Bnternet Eplorer N N =kl
Identification of New | Bt aw Froces Dok pee | deBack v =k o D [ A Dhawch [aFeie @k (d| ok B o & 2 R [ |
SerV'Ce WOI‘k OrdeI’S immi-". E.’H.:‘ﬁ.:?.:‘.‘ﬁ'iﬂf'.m-m A5 o [
(NSWO) T =
Falopmant Company nﬂtﬂhﬂﬁﬂ- VDGMF

Brquestrorm =] | Find | Last {Juery LogOff

‘Wnrtspw o) Recerd#1 00000422 Actions | |

ECM—TOOI & Personal | "v!ﬂu;-_’-.?11:1__1_;_1311l:_|_n.-“d_] [Sverend Affected] [MNotes Lody e it Information] [Attachn
[Single Tah Dnsplay) EEﬁaeé |
10 Cra

14 M. - -
CR Funded?”: Main R
I: VDOMP 00422 Data Center
Reference Number:
State: Submitted Oither
Relerenes Number:
Environment;  Dev. Other
= Reference NMurmber:
AL Title: Jparade to Interwoven 5P 2
gseles| Deneptien: BRI
& Sclec Earrics Fuek o Mkiogaion b bsan criated To nos e o prades ke
& Subd
= [smie |
& Selec Priority: 4-Dvnamic
[ Heports | Risk Assessment: liid"
- . IBﬂcIcnut-'Recuwr}' [tikies eevirstall Peretioraliy of Sarvics Fack I (o _”.ﬂ
i a5
[{E] Torm recard [EoFra, Eran Erdar T e e
12
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4. Automatic Email Notifications

Application Team CR Submissions and VDC Updates to CR Data in the Tool can automatically generate email
notifications for all potentially affected systems (e.g. systems identified in Impact Analysis) to review as needed

Appropriate Systems’ POCs &
Stakeholders are notified of el sr VUL TR TS Chame s 330 Loias Bakes
CR relevant activity

fog LF L+ b W% g
| H G EHRLECH MEETIHG L] Ch wngs Fa ot WD P07 PR FR4E Chanpa Asquas 3 58 X

Tl Fapyinal S Fosamd ol Daes (@ Fode B Coppenie 3 T

Application

PP e —
OTINANLE 17198

S ETLE b L Wk o RS B ik bR b e v ot
bascn gt com o B co, IiBres coa, d gEloMEkre oo sy BkoTr oo
< brrha N wiciSad poss < poa s devern kuhbEed oo e koEed 3o e deughireXed gav

p ==
a b

= =
Ll ¥OCAFOOODOSYL

Tiwlie: FEA FAY Chengs Peguest 2,55

Scmtw: Submitrcmd
e vi Z-hlace
Syscexa Aifsccsd: FHI
5 ] Bisk_sossssvanc: Simply crascing nawsmodifying spplicacicn cods
CR #s of 00 ] - it
S - Low riak sociwiey

Record i - Ho ocher dspendenoiss,
\.;... 5 ]

Dhiarsganagest o VOCHPDDOOGI Faf Fhts Changs Faguall 290

BEQUEALEE_GOhtaDL _IhID| A UhLSENE=9FE-0a5E
kuhlied, goy
: ZODZ-DE-049 O0:D0:O0

Deaoripoions - Hodifioarion co LARS_LLPA cabls.
. Endifioacion co LARA_SERVICER_LEWDER_V wiew,

r | -
| E-Mai
4 H i HGALI1CAL10A L0 LARA _LAF _AVAILABLE LIDA LAbLlE
— Otmcatlon 1 Aodificecion ©o LAPS _LAP _MVATLABLE_LIDE_PPOS procedure
L i Hodificmtion &n FSALAPID. fxb focm.
- - 5 Rodificas FIALAPED. Tr& form.
Hodificm chs 3Fk CO0 co FHY Tranascclon Decsil Bspoce

Hodificacion co

Data Cente

4Fk CO0 co FHS T

ascrion Susmary Baporc

Modifinacion co che TFO04i0 Pronsss Program co filcar ouc che COb Tranasocions.
: Hodificacion to che FFELGA_PENDTHG_(A_GBLTOATION Sceipr
Updates to CR Status - ROQLILEAGL0N GO GhE BEAACET MEpOEL,

=

— IFFILE n r‘:i-_'

s | @ DS e ¢ B ] & e o e e ] i B B (WS AT e EE Y 6B ome
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5. Query Capabilities

All CR “Data of Record” is accessiblein real time to all Tool Users

SETES
Each number is hyperlinked to B E# Wen Faodey Dok o || Sk = o D A Bfewh Gfewie iy P B -H 2R =1
comprehensive data on the CR Pakies @] Hms M, 20115,22 b goryofauk o ] ém
. Rat‘l C-’na'l' WAL JAL .COM CLEARQUEST HOM ABROUT
the e-development company™ Dat&BBSE' HMMP
ECM Tool B Ouiery "Publc Queries'Cuetbes'Clange Pecguest Queries All Chaige Bequests” results =78 recoidis)
E AU L) sow ] Records _ faneyagen |
- —— Systems
Sy ETIESE S -’ Query for‘ # i State Title Priority | Requester Aszignee AlTected
CR Data: N | Bill '
1 | VDOMPOOO00314 Submitted Pﬁ”ﬁ mﬁ;? 1-Momal | Schulte/319- CPS
S T T 3396645
Inztall and Criry, Scolt
1 | VDOMPOOOOOHL? | Submitted Confignre M DPL | 3-Momal | 202-962- CPs
Bndge on CPS 0795
Data Inteeratar vk, Eic Tazan Schmster/Bal-
3 | VDOMPOOOOM73 | Resolved raEntenance appez. |l 719.Gres EAI
= Release 0743 Hik/850 3132219,
Dave Mufdy, Paul Iz
Sugmki, Eric
. pouila ! _ Add applmgr to the : Diave
“We need to know when changes are scheduled, 3 TVHEREI000uL | Closed SOECeilile) o sroiin e R i
so we can allocate resources to support the e
” ] -] (i PP
change and test effort” — EAl TO Manager | : ; Suzuki, Eric ; i |
g g 5 | VDCMP0000017S | Closed Surcessiithy | nwation on 20206z, | Fred Gimnetlo 860- | o jigmers
S | o Tisrat =
14
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6. Printable Standard & Dynamic Reports

The Tool’s output is a series of standard reports which can be referenced consistently
across the FSA Enterprise

i FsA_EC_Tool_Prod OR_Sessary Roport 06 13 03 st {Pray i) - Miosssalt Woed
| B Edt Wew Treet Famst Took Table ‘Winde Hep

- 1 e L =

Reports provide visibility to teams and =l
stakeholders at desired level of detail

and broken out by area of interest

F5A Enterprise Change Manszement
= Active Summary Report by Frimary
ECM Tool : System Affected

EmirEiE Bl

Pronncy Spae dwind Fudn

» Tool Generated " -
Summary Report: |

e

VOCHEVEN [l PERESAENE  EAL (ed beuldonon
HRIE oS0 10

ol B0 FUE Ol Coshaly o L A, Btk 200 B52
EUrL)

Adcron of vaarLa B g L[z, Treedl BI00-0006
o oy BT Tl
Bdast nbucioy

Ty Senaomaber Mlmuaanye
Pa b

“ For the first time | have been able to see one

report and get a complete status on my a AR R RMETL: ? T
change requests and see where they are in the . _ _ .
change process” — EAIl Tech : AR E T
gep a
'ulu BT Fomratic s Frodortien T [TA, Irfaind * Horeul Fowder, a8, 30-54] L4 00 ﬁ' E
- =R e 2
Pag 4 x| i[5  ha cde [mEC o BT R e

Standards Reports to be available via the FSA CIO Website
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/. Tool Enhancements Suggestion Submission

ECM Users can submit suggestions for improvements to the ECM
Tool directly into the Tool.

'-!R ational ClearBuest - Miorosoft Tnkern et Euphor er =

ri= cdt Yem Fookes  Jods  fep btk = = - (G 3] A | sewrn GiFaames Gresa P B SRS A 9 R

acddeuee (] b f4.20.15. 228 coweblagonddeFau b asn

Cl k h t b t the e-development company™ Database YDCMWP
ICK here 1o suomi
ECM Tool || Operations | Submit [“rarcefeouecrom  «| | Find
|CharceReouestFom
Enhancement EOM_Entancenent Sugges
- Wnrkspaoe ! _Enhancement_Suggestion
Suggestlon = Personal Queries
B WebhQueries
& MNew ChangeRe
- o Hhare 3 ry = B
L Rational® ClearQuest"Web
B Queries
= Change Reques
& All Change R
&y CCEE Fevie
o Pending Fune WWW.RATIONAL.COM

B £ Cogerighl 1588 - 2001 Raliora SOmwers Coreorelion
o | I-.‘.*L.--.'.‘:—-.rl ALL A1 HT % RESEAVED. e ~sboud Do for legel nofces.
B Rejected

i 1k

TOMNAL.COM CLEARGLU

& Besolved

& Scheduled

b Select 117

a4 Select State

ab Subrmtted
= [esue Queries

& Select State

O Heporis

al i

=

Py pep—y— e

Beet| 4 FQED & * | F 8] e @] 98 2] 5] 5] 2 Eley T L5 E A8 =T ZODRF 2am
Enterprise Change Management
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How Does the ECM Process work?

A Change Request (CR) is identified...

FSA Application Teams . ”
Submit a Enterprise
Stakeholders
Change Request . Visbil "y
' ave Visibility and Input
Via the ECM Tool to the CR Process

Submitted

CRs are reviewed by affected areas and managed to closure viathe ECM Tool.
to Proposed Scheduled Resolved
Data Center

ECM CR #s
Drafted
Of Recor
i E-Mail E-Mail et E-Mail p
Noﬁ}ihél:tlilon Notification| Notification Nofification Notificatio NOEi-f:\(A::;!O

CR Status emails automatically sent to appropriate recipients (e.g. Requester & “Other
Systems Affected” etc.)

The ECM Tool becomes the Enterprise “Data of Record” for all change activity

)
Data Centers h
(e.g. VDC)

CR Progress E
Updates are logged

17
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ECM Tool Process Flow & “ States”

The FSA Infrastructure Change Management Process Guide (pictured below)
provides detailed information on the ECM Process, including explanation of the
“States” through which a CR moves as part of the ECM Process:

The ECM Tool Process Flow

..."The FSA Infrastructure Change Management Process describes the
steps for managing a CR received by the Data Center. This process is

ESA Infrastructure Chmﬁ depicted in the Process Flow shown below and the Process Steps
Management Process Guide descriptions in Section 1.5.”

ECM Process Flow

S

;

See
Page #5

g
1

!

1

HT

Draft Version 0.12a Page 4

See The “States”

Page #
6-15 Drafted
Submitted to Data Center
Proposed
CCRB Review
Scheduled
Resolved
Closed Successfully

Click here to view 7
process guide: >

FSA ECM
structe CM Process (

SR D e
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ECM “States” indicate the progress of the CR
from its initial submission to successful closure

FSA Infrastructure Change
Management Process Gulde

STUDERT ALL

The ECM “ States”
1. Drafted
e 2. Submitteg to Data Center
3. Propose
529" 4.  CCRB Review
Enterprise Change Management (ECM) 5. SCheduIed
6. Resolved
e 7. Closed Successfully

,,,,,,,,,, | o

CRs moves through these 7 states during “Normal Processing”:

i CCRB Closed
Dr&zgt)Ed Submltt(%i to DC Pror()sg)sed Review” SCh?g)lHGd Res(%l)ved = Successfully
“ H . ” . [ 1 | [ 1= ======= | | A I 1=~~~ "~====== 1 | A |
Exception Processing”™: i Rejected | Rejected 1 1 Rejected 1 | Rejected | | Rejected ; 1 Rejected
! (see note below) | ! (see note below) | | (see note below) | | (see note below) | | (see note below) | | (see note below) |

______________________________________________________________________________

Note: Emergency CRs are to be immediately called-in to the CSC Command Center and entered into the Tool
within 72 hours for traceability purposes.

In addition to the “Normal Processing States (shown above), “Exception Processing” (including “Rejected” & “Pending
Funding” States) is covered on pages 5— 11 of the Infrastructure CM Process Guide

Enterprise Change Management 19



Drafted State

These 7 states are the states that a CR moves through during

“normal processing”.

Drafted
(1)

Submitted to
Data Center

&)

Proposed
®3)

“CCRB
Review”

4

Scheduled
(5

Resolved

(6)

Closed
Successfully

)

The Drafted State allows Application Teams to coordinate on CRs internal without
having email notifications sent to the Data Center or having the CR Appear on ECM
Summary reports.

App Team Members Coordinate Internall Unique ECM CR number is created but

to ensure completeness of CR, mall notifications are not sent to anyone
outside the Application Team

Unlversal
CR #s

ECM Tool

App Team Member 1

App Team Member 2 n D E—
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Submitted State

These 7 states are the states that a CR moves through during
“normal processing”.

Submitted to “CCRB Closed
Dra;ted | DataCenter | Proposed f Scheduled Resolved

= Review” - - Successfully
2) ®3) (4 ®) (6) )

When an Application Team (or Data Center) first submits a CR into the Tool, itis in
the “Submitted State”. The CR is automatically assigned a unique ECM
Identification Number and awaits review (for completeness) by Data Center ECM
Tool Users. Prior to moving CR to the Submitted State, Application Teams must
complete the ECM Impact Analysis Worksheet (see slides 9- 11).

App Team completes and attaches Impact Analysis
Worksheet & submits CR into the Tool

Data Center is notified via email of need tq
review submitted CR for completeness

'ECM Tool

Notification
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Proposed State

These 7 states are the states that a CR moves through during
“normal processing”.

Submitted to “CCRB Closed
Drafted = Data Center fw Prop:?sed =  Review” = Scheéjuled - Res%lved =~ Successfully
?) 3) 4) (5) (6) )

Upon receiving the submitted CR, the Data Center reviews the CR and the Impact Analysis Worksheet
for completeness. If other Systems are potentially affected, the Data Center identifies them in the
Tool. Once CR & Impact analysis (including Data Center sections) are complete, the data Center
(only) can move the CR to the Proposed State. A “review-by”date is entered into the Tool.

When the CR is moved into the Proposed State, an email (which summarizes the CR) is automatically
sent to the individuals who are potentially affected by the CR. The email’s subject line includes
“Action Required” to indicate that the individuals who receive the email upon the “proposal” of a CR
must review the proposed CR. If the reviewer has any concerns regarding the proposed CR, they
must go into the Tool and “reject” the proposed CR (see User’s Guide section 4.6)

Data Center Reviews and completes “data

center portlons of Impact AnaIySIS before Email notifications automatically |nd|V|duaIs disapprove of change,
Moving CR to “Proposed State” Proposed CR sent to appropriate reviewers hey “reject” the CR in the Tool.

ECM Too|
—p
I Umversal
E Mall
Notification 4}
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CCRB Review State

These 7 states are the states that a CR moves through during
“normal processing”.

Submitted to “CCRB Closed
Drz(a;t)ed = Data Center fw Pro;()g)sed = Review” = Schr(eéj)uled - Res(%l)ved Successfully

&) (4) )

If no disapprovals are received by the “review-by” date, the CR is considered
approved and the Data Center Tool moves the CR into the “CCRB Review State”.
CCRB (Change Control Review Board) Review is the internal Data Center
consideration of impacts and scheduling matters.

Data Center CCRB Review determines if (and when) the

CR(s) should be scheduled for implementation
- Tl Scheduled
Approved > (5)
Rejected > ! Rejected E
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Scheduled State

These 7 states are the states that a CR moves through during

“normal processing”.

Drafted
(1)

Submitted to
Data Center

&)

Proposed
®3)

“CCRB
Review”

4

Scheduled
(5)

Resolved

(6)

Closed
Successfully

)

Data Center CCRB approves CR

Approved

CRs that are approved by the CCRB are scheduled for implementation by the Data Center.
Data Center Tool Users move the CR to the Scheduled State. Upon moving to the
Scheduled State, email notification is automatically sent to the requester to inform them
of the CR’s scheduled Implementation date.

CR is scheduled for implementation and assigned

to a particular Data Center resource for action

>

Scheduled
(5

>
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Resolved State

These 7 states are the states that a CR moves through during
“normal processing”.

Submitted to “CCRB Closed
Drz(a;t)ed = Data Center fw Pro;():;))sed =  Review” = Schr(eéj)uled - Res(%l)ved Successfully

&) 4 )

Once the Data Center feels they have successfully implemented the requested CR, they
move it to the “Resolved State”

Data Center’'s change appears to Data Center Tool User moves CR to the
pe implemented successfully Resolved State to await validation by the
Requester, who is notified by emai

Resolved
o (©)

% =
E-Mail

Notification
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Closed Successfully State

These 7 states are the states that a CR moves through during
“normal processing”.

Submitted to “CCRB Closed
Dra;ted = Data Center fw Pro;()g)sed =  Review” = Sch?sd)uled - Res(%l)ved Successfully

&) 4 ™

The Requestor validates that the Change was implemented correctly by the Data Center
and if so, moves the CR to the “Closed Successfully State”. Only the Requester can
move CRs into this State.

Data Center Tool User moves CR to the Upon review, the Requestor can either “Close

Resolved State to await validation by the  Syccessfully or “Reject” the Data Center's
Reguester, who is notified by emai Change as implemented

-

s Close(fj |
Resolved ey
7
(6) % > . \'- &
— m % Y e !
E-Mail \ : :
Notification S : Rej ected :
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Becoming an ECM Tool User involves

performing regular “ECM-actions”

“ECM-actions” to be taken vary based the roles and responsibilities of the ECM

Tool User.

The following Roles may have responsibility for these “ECM-actions”:

Application Teams

1. Coordinate with Business Owner &
SSO prior to submission

2. Review and Approve CRs for
formal submission to Data Center

3. Complete Impact Analysis
Worksheet for all approved CRs to
Identify “Other Affected Systems”

4. Submit Change Requests into the
ECM Tool

5. Track their own CRs via ECM
Reports at Enterprise Coordination
Status Meetings

6. Validate that CRs implemented by
the Data Center were implemented
correctly and affirm in the Tool by
formally closing the associated CR.

Enterprise Change Management

Data Center(s)
1 .

1. Validaté that submitted CRs are
complete

2. Complete Data Center section of
Impact Analysis Worksheet

2. Assign & schedule resources to
perform changes requested

3. Update the Tool as CRs move
from State to State (Including
Proposed, CCRB Review, Scheduled
and Resolved )

4. ldentify any funding issues and
move associated CRs into the
“Pending Funding State” if necessary

5. Submit “Data Center Initiated” CRs
into the Tool (if any potential impact
on Application Teams)

Enterprise Stakeholders

1. Review CRs (via tool-generated
summary emails) that may impact
FSA systems of interest

2. Provide Tacit Approval of CRs that
Effect System

3. Disapprove of CRs when
appropriate

4. ldentify potential impacts that may
not have been previously identified by
Application Teams/Data Centers
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Application Team User Roles and Responsibilities

Application Team Roles:

FSA Functional Manager: Channel Lead/ general Manager (not a regular tool User)

FSA System Manager — Supervisory Role over FSA Team Lead (May use Tool)
FSA Team Lead — Oversees Daily Development Production Operations for FSA
Backup/other FSA POC — Assists/Backs-up FSA Team Lead

N o gk~ wDdNPE

Application Team Project Lead — Day to Day Lead for Application team
Application Team Primary ECM POC — Responsible for all App Team updates to ECM Tool
Backup/other App Team POC — Takes action in ECM and supports App Team Primary ECM POC

Application Team Responsibilities (corresponding to Slide 22):

ECM-action

Responsible
Role

Supporting Roles

1. Coordinate with Business Owner & System Security Officer (SSO) prior to
submission

Application Team
Primary ECM POC,
FSA Team Lead

Application Team
Project Lead, FSA
System Manager

2. Review and Approve CRs for formal submission to Data Center

Application Team
Project Lead

Application Team Primary
ECM POC, FSA Team
Lead

3. Perform Impact Analysis on all approved Change Requests (CRs) to (Identify Other
Affected Systems)

Application Team
Primary ECM POC

Application Team Project
Lead

4. Submit Change Requests into the ECM Tool

Application Team
Primary ECM POC

Backup/other App Team
pPOC

5. Track their own CRs via ECM Reports at Enterprise Coordination Status Meetings

Application Team
Primary ECM POC

Backup/other App Team
POC

6. Validate that CRs implemented by the Data Center were implemented correctly and
indicate in the Tool by formally closing the associated CR.

Application Team
Primary ECM POC

Backup/other App Team
POC
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1.  Service Delivery Manager (SDM): Data Center Role with Ultimate responsibility
to coordinate change activities with their associated Teams

2.  Line of Service Managers (LOS): Data Center Operators who assign Resources
and ensure that CRs are moved through the ECM Tool Process States

3.  Other Data Center POCs: Frequently “assignees” who are scheduled by the
LOS Managers to implement requested changes

Data Center(s) Responsibilities (corresponding to Slide 22):

ECM-action

Responsible
Role

Supporting
Roles

1. Ensure that Impact Analysis that was performed by App
Team Prior to submission of CR and ensure completion of
DC Section of Impact Analysis so that all “Other Affected
Systems” have been identified in the Tool

SDM

LOS Manager

2. Assign & schedule resources to perform changes LOS Manager Other Data
requested

d Center POCs
3. Update the Tool as CRs move from State-to-State
(Including: “Proposed, Review, Scheduled and Resolved” ) LOS Manager 8tehnetref)§gaCS

4. ldentify any funding issues and move associated CRs into
the Pending Funding State

SDM

LOS Manager

5. Submit “VDC Initiated” CRs into the Tool (if any potential
impact on Application Teams)

LOS Manager

Other Data
Center POCs
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Enterprise Stakeholders

1. FSA Business Owners: Representatives of the Channels who are interested in Applications’ smooth
business operations

2. FSA CIO IT Services: ITS Representative coordinate Teams’ Change Activity and ensure that
Application Teams exercise due diligence in submitting and updating CRs with Enterprise Impacts

3. Department of ED CIO: receives high level/executive Summary of Change Activity at FSA

4, Other Applications: Some Applications are not yet using the ECMTool, they can view the ECM Tool
Reports

5. ECM Tool Team: Provides Support and Structure for the ECM Tool and Process. Responsible for

Tool’s ability to meet overall success criteria (all areas)

Enterprise Stakeholder Responsibilities (corresponding to Slide 22):

ECM-action Responsible | Supporting
Role Roles

1. Review CRs (via tool-generated summary emails) that FSACIOIT All above

may impact FSA systems of interest
Services

2. Provide Tacit Approval of CRs that Affect System FSA Business All above
Owners

3. Disapprove of CRs when appropriate FSA Business FSACIOIT
Owners Services

4. |dentify potential impacts that may not have been All above N/A

previously identified by Application Teams/Data Centers
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Conclusion / Questions

For additional information on the ECM Tool Contact Steve Jarboe:
Phone: 202.962.0779

Email: steven.r.jarboe@accenture.com
ECM Support Repository:

To access the repository via the Extranet, use the following URL, ID & Password.
URL.: https://extranet.sfa.ed.gov/cio/products/it_management/projects.html

ID: sfapartner
Password: success

If you are on EDLAN, you can access the ECM Support Repository via the Intranet at the following URL:
ht't p: //fsanet/ cio/ products/it_managenent/projects. htm

ECM Tool URL:
http://www.fsatool.ed.gov

If, however, that URL is inaccessible, try the following IP Addresses to gain access to the Tool:

http://4.20.17.246 (if you are on the Accenture or ED LANS)
http://198.77.203.140 (if you are remote from the Union Center Plaza Building)

If still unsuccessful, try the following URL or IP Address

https.//www.casetool .sfa.ed.gov/cqweb

https://4.20.15.228/cqweb

https://20.19.67.13/cqweb/logon/default

If you still cannot gain access to the Tool, please notify me or one of the following:

Jay Niemczyk (202) 962-0757
Samson Abebe (202) 377-3532
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